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1e Auth ority

The Budsot Section, Financo Division Porsonnol and Adninistrative

14

Dranch, is vested widh the suthority to roviow and control the uso, annli-

cation and reproduction of forng o ba uged by C.I.G. and tho standordi-

zation of procedurcs in comoction with the use of such fornms,

2. Deproduction

dequests for new or additional quantitios of existing forms will

be forwarded, to the Budget Seetion, topethor with Forn H6-2, "lerroduction

dequicition®, din dunlice%e. uquests for reproduction of forms will not be

honored without the »rier arrovel of the Dudret Scetion,

O PI‘(*"\I‘L‘LI(“I m I‘orn and 'rocedurcs

The Budget Scetion offers the assistance of quelificd persomnel
in the preparation of new forms and the dewising of procedures te be used

in the application of such forris. In instances where a now procedure is

te be established, or whero new forns arce to be prepared, the Budget

Seetion sheuld be advised in order that ther may sunervise and cssist in
this conncetion. Hew procedurcs will not be issucd in the form of fidmin-
Istrative Orders or Instructions until the nrocedures or instructions have

been reviowed by the Budget Scetion and clearcd by the Interderartmental
.

Ceordinating and Planning Staflfl,

FOIl T DILLCTOL OF CLHTRAL I:TLLLIMNHCE:

Colonel, CAC
‘Txecutive Lor mrqonnol and ..dJllnlStI‘ut“Oﬂ
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L. Authority . 25X1A
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The Budget Section, Finance Divisiof~Rg _ion;;‘ﬁl and Ldninistrative
g -l
Dranch, is vested with the authorfi s ) . Bt g0, appli-
cation and reproduction of forns ocndardi-
/"4‘-—\
zation of proccdurcs in connoction hs
0
2. llenroduction
— e e st
Requests for ncvri;,“_or;«"a(.{ditio orms will
.. T .
. TN {’;ﬁv L X 4 8 s . . 25X1A
be forvardéd to the Budgiet ‘Scction to;;ct.}mr wroduction
4 PR n b LT f" . g ‘:‘i"
dequicitdon”, in d\.m\ila.cpto. Aegrests X vill not be
' " [ S .
bt rier ,apﬁ’ﬁ’oval of the Bug
S and Pgbeedurcs
§ \; v
\\ ThelBudget Secfion ui’I‘cr* “10 as ersomol
\
in uhﬁ\ proparuuon of cw forns and tno dovis be used
in th'v:\mnlicuti on dgf such Lorns_s In instanc is
A i A\‘\ ?
// e e
to be dg Lablluh(}, or x\}mr*-%‘; v forns are to TG prepare
) - O ,
; Y . . :
Zection sheuld t\b advised ityorder hiat -i;hyc:f)\m;' suncrvise and cssist in
5, ‘
N, e \ K T
this conncetion, “lHow procedurde willlnot be issded in the fornm of Admin-
i K \ .
: \ ‘1 N
. istrative Orders or Instruc1::'.ons‘¥u~m‘kj1 the nrocodured, or lnstructmns ‘have
25X1A

been reviowed by the Dudget Soctlon and clearcd by the Intordepartmental

Ce sordinating and Planning Starf,

Foit i DI Lo or ’CEI-ITR[I.L TUTLLLIGKIUCE :

) olonel, CAC
Ixceutive for Tersonncl and Adninistration
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1. Authority
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axl ATt f | ﬁ; budret Sootion, Finance bivision, Persommel and

Administrative Zranch, is vested with the authority Lo reviow and control
3

the use, anplication ona reproduction of forms te be usod b 0,7.7, and the
standardizatson (\P rrocedures in comncetbion with the use of such Torns.
2« deproduetion
fequests for now or additional arantities of oxishines Torme will
be forwnrded to the 731J(i(j(-)’:1 Section, ‘toqethcr vith Ferm 36-2, "lonroduction
dequisition”, in duplicate. dequests Tor roproduction of forms will not be

horored without the nrior arproval of the :deet Sachion.
! I o

“e  Premaration of Fforws and Procedures

Tho Tudret Section offers the aszistence of qualified pergsonnel
in the nreparation of new forns and the devisin~ of procedurcs o ba used in
the application of such forms. In instances where u new procedure is teo be
established, or where new forms are to be preparsed,  the Budge‘;' Section should
be advised in order that they may supervise and assist in this connection, Hew
procedures will ot be issued in tho form of Administretive Orders or I1n-
structions until the procedures or instructions have been reviewed by the
Budpet Section and nememe by She Interdepartrental Coordinatinm and Plamning

Staff,

W FOT Tl DIRBCTOR CF CRITRAL TNTE LT O ' 25X1A
2 m—
v~ o ©

Efecutlve ior Personnel and Adnvustr tion
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DIRECTOR OF CENTRAL INTELLIGENCE
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ASST. DIRECTOR, SPECIAL OPERATIONS
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INITIALS | DATE

DIRECTOR OF CENTRAL INTELLIGENCE

EXECUTIVE TO' THE DIRECTOR

SECRETARY TO THE DIRFCTOR

EXECUTIVE OFFIGE: ASST. EXECUTIVE DIRECTOR

ADVISORY COUNCIL

EXECUTIVE FOR PERSONNEL & ADMINISTRATION/7>

CENTRAL. RECORDS

SECRETARY, NIA

>< CHIEF, INTERDEPARTMENTAL STAFF

ASST. DIRECTOR, SPECIAL OPERATIONS

ASST, DIRECTOR, RESEARCH & EVALUATION

ASST, DIRECTOR, COLLECTION & DISSEMINATION

CHIEF, SECURITY BRANCH

___APPROVAL —_ INFORMATION
—__ACTION —_ RETURN
. RECOWMENDATION __ PREPARATION OF REPLY
, —— SIGNATURE —CONCURRENCE
REMARKS:
TOP SECRET  SEGRET RESTRICTED
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CONFIDENTIAL

IFrRoM [ To | pATE 2 Votober 1946 FROM | To | DATE
DIRECTOR OF CENTRAL INTELLIGENCE CHIEF, CENTRAL REPORTS STAFF
DEPUTY DIRECTOR, C.!.G. W. Europe-Africa Branch
ASSISTANT TO (HE DIRECTOR E. Europe-USSR Branch
SECRETARY, N.1.A, Middle East~India Branch
X / Acting Chief, ICAPS Far East-Pacific Branch
CHIEF OF OPERATIONAL SERVICES Western llemisphere Branch
X h) Executive for P&A
2 kxeoutive Director
CHIEF, CENTRAL PLANNING STAFF ADMINISTRATIVE OFFICER
Policy & Review Branch Personnel Branch
Informat ion Branch Budgetl & Fiscal Branch
Intelligence Branch Administrative Services Branch
Security Branch Central Records
Support Branch Security Branch
REFERENCES: ENCLOSURES: Draft ACT 10N DIRECT REPLY
CIG Administrative
Order w=, Forms RECOMMENDAT 10N COMMENT
Conbtrol and Standard-
ization Procedure SIGNATURE FILE
INFORMAT {ON NOTE
RETURN MAIL
PREPARATION OF REPLY
© REMARKS: : .
SUBJECT: Forms mnd Stendardization Procedure,

1, A .reconnnend})aqange is indicated in pencil on attached draft, Clsarance of new:
procedures and forms with ICAPS is dssired in connection with organizational problems

and personnal requirementse

2, There is no apparent reason why the Office of Collection and Dissemination should
comment on a draft of this natures

DONALD EDGAR
Acting Chief, Interdepartmental
Coordineting end Planning Staff

(Continue "Remarks" on back, if necessary)
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~Adming abrative _'i;hc Imdret

Section, Iinaneo Livision, Personncl and Aaministratiye Rr:m&, ino %:S'!:cd
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atlogrpms rébro-
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with the avthority to rovicw and control She uge , :‘.v;\};:z?’&c
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dauctlon off forms Lo he used by C.1.6. and e {;";:?Ldﬂlgu:?.ﬂ’hlf)?l of Pry> ‘
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-
cedures in comection with blie wse of sueh forms.

lleproduction

Hequests for new or additional quantitics of éxistins forms
will be {orwarded to the Iudmet Section, torether with ¥orn 3G-2, "epro-
duction Xequisiticn™, in durlicate. Zoouests for revraduction of Foyms

will not be honored without tlie prior approval of bthie Dudeet Section.

Preparation of Forus and Frocedures

The Budfie‘{: Section offers the assistanco of qualifisd personnel
in the preparation oi new forms snd the devisine of procedures to lLie uscd in
the applicetion of such forms. In instances vhere a now procedure is to be
established, or whore new forms are to be prepared, the Budget Szction should
be advised in order that thor may supervise and assist in this. comnection,

N

tew procedures will not be issued in the form of Adsinistrative Orders or

Instructions until the nrocedures or instructions have been anproved by the
Budzet Section, onnd chraradd wnth 1A Ps.

FOR Tik DIR

JTOR OF CENTRAL INTELLIG
25X1A
Colonel, CAC

Executive for Fersomel and Administretion




| Ve .
A Proved For Release 2001/07/16 :'CIA-RDP81-00728R000100050017-1 ) )
CONIIDENTIAL COFY NO.

CENTRAL INTELLIGENCE GROUP

A : C. I. G, ADMINISTRATIVE ORDER NO.

FORMS CONTROL AND STANDARDIZATION PROCEDURE

1. Purpose:

The purpose of the forms control and stenderdization progrem is to
promote procedural efficiency and to achieve economies in procurement
of forms and a reduction in the man-hours required to process them.

2. Authority:

Staff supervision of this program over all elements of CIG is vested

in the Chief, Budget Section,JF
Qo it Lo,
3¢ Organization:
Bre-LormsTOMtTo TS bemdeT et O PYOEFAR 18 BOTIVETST byt é
Proecdures—tuit;—Budpet—~Seotion,
4. Responsibility:
The Budget Section if responsible for:
(2) Development of the Forms Control and Standardization Program,
‘ (b) Establishment of stendafds.
(c) Furnishing of technical assistance to various officese
, (d) Cbntrol», determination of essentiality, design, simplification,
consolidation, standardization, approval and essignment of form
numbers for all printed or reproduced CIG forms,

, 5. Definition of Form;

A form is a piece of paper, printed or reproduced, with spaces
provided for dates, names and descriptive details. A "form letter"

is & letter printed or reproduced to fwrnish constant information for repeated

B LSRR e e it s o st s o e s - B -

Approved For Release 2001/07/16 : CIA-RDP81-00728R000100050017-1




' Approved For Release 2001/07/16 : CIA-RDP#1.00728R000100050017-1

mailings or for one mailing to several or more destinations, "Form letters, "
~ A
! ~ with or without fill-in spaces, are considered forms for the purposes of
this circular,

6o ‘Classes of Forme Used by CIG:

(a) Standard Forms - Those approved by the President, Comptroller
General, Seeretary of Treasury or Bureau of the Budget for use
of the government service generally.

(b)  Civil Service Forms - Those approved by the Civil Service

Commission for use of other government offices.
(¢) CIG Forms = Those approved by the Budget Section for use by
offices of the Cexutral Intelligence Group.

(d) Miscellaneous Forms«- Those approved by other govermment depart-

ments and agencies for use of other government offices which
cannot be acocurately classified under (a), (b), or (c) above, but
which are authorized for use within the Central Intelligenee‘ Groups
7. Use Obligatory:
The rendition of reports, returns, ete., in manuscript is prohibited
when forms issued for the purpose are available; i. e., the pre-
scribed printed-forms must be used. Improvised -substituve forms fer
the—purpoese will not be printed, reproduced or procured except in
emergencies, and then oniy with appropriate epproval indicated in paragraph 9.
- |

8. Printing or Reproduction Prohibited:

Printing, reproduction, or procurement of forms within the Central
Intelligence Group is prohibited without obtaining appropriate approval

as indicated in paragraph 9,

e

P “Approved For Release 2001/07/16 : CIA-RDP81-00728R000100050017-1
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9, ‘A;_:Erovalé
(a) Authority -~ Approvel for new, revised and reprinted forms will

be obtained from the eppropriate source indicated in paragraph 6,
No changes will be made “dn--forms--as-approved-without the concurrence
»i ‘the approving authority.
(b) Method - Requests for approval of new or revised forms, which
are printed or reproduced by facilities outside the Centrél
Intelligence Group, will be submitted by memorandum with an
attached rough draft of the proposed form. Requests for approval
of new or revised forms which will be reproduced by facilities
_within the Central Intelligence Group will be submitted in dxlp;icc.te
on Form 36-2, '@cﬁ.{ﬁ_ﬁ65-"2;;,3‘&?}?1:992&?&93 Prosessingy" with an
attached rough draft of the proposed form. Form 36-2 may be
obtained from the Supply Sectiomn.
(1) Requests involving Standard, Civil Service, Miscellaneous
or CIG forms will be forwarded to the Budget Section.
(2) oOffices initiating procudures involving the use of forms
are urged to contact the Budget Section for assistance
in the development of desired forms prior to requesting
approvale
(¢) Reprints = Requests for approval of reruns will be submitted in

duplicate on Form 36-2, "—Iga;lsition -Ge;%‘\Reproduc’cion Procossing"

The job number of the prior reproduction-of-the~form will be

indicated under "Remarks".

(d) Specialty~type Forms (Fanfold, Continuous, Carbon-interleaved or

salesbook®)~ Approval of the Budget Section is required prior to

the procurement of specialty forms. Requests for approval will




¢
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be submitted in duplicate by memorandum and will include the
following data:

(1) Eoonomies that the specialty-type form will effect.

(2) Detailed specifications,.

(3) Number of sets written per person per day.

(4) 1If used in mechine, make and model.

(5) Mske or type of special platen, device, or machine

attachment used in processing form.

(6) Disposition of each copy.

(e) Aligument - Requests for the approval of forms which must align with
other forms will include in the spacification a notation td that
offect. In addition to the rough draft of the form to be reproduced,
one copy of the form with which alignment is necessary will be
attached to the request,

(£) Channeling Roquests for Approval - Requests for the approval of

l‘lu.( ALVt g ‘
new and revised forms Awill emanate from offices at or above the

Division level and be forwarded to the Budget Section.
10, Discontinuances
Authority for the discontinuance of a fcerm is vested in the office
having authority for its approval as indicated in paragraph 6,  When
discontinuing a form, the office primarily interested will formally request
such action of the Budget Section and inform all users.
23, Quantities:
(a) Responsibility for maintaining adequate supply of all forms, printed,
| reproduced, and procured is placed in the Services Division ex’cept

es indicated in sub-paragraph (b) below,

Approved For Release 2001/07/16 : CIA-RDP81-00728R000100050017-1
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(b) The responsibility for the quantities of CIG forms whioh are
reproduced, and which may be classified or used by only one office,
is placed in the office primarily interested in themform.

12, Form Title: o
Each form will be given a concise title desoriptigﬁ: of #;l:; use, of-the
form. The title will be placed at the top of the form unless design
mekes this position imprecticable,
13, Form Numbering:

(a) All forms will be numbered,

(b) The form number and dete will appear in upper case type in the
lower left corner whenever practicable, The date will include
only the year preceded by the 3-letter abbreviation of the month
and will indicate date of approval or rewvision. The following
style of typography will be used:

FORM No.g'so-z%;)
SEP 1946

(¢) CIG Form numbers will contain an appropriate numerical prefix
to indicate the office primarily interested in the form. Such
prefixes will generally indicate oi‘flces at the division level,
Example: Form 37,2” "Nobificabion—of Personnel Action:‘cmx);;:d in
the Civilian Personnel Division,

(d) Alphabetical designations after form numbers will be minimized
and used only to differentiate forms in a ‘closely related group.

(e) No form will contain any variation in content or specifications

without assignment of a different form number.

Approved For Release 2001/07/16 : CIA-RDP81-00728R000100050017-1
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(f) Vnenever any form is revised in content, design, or specification,
even though of a minor neture, the changed edition will be given
a revised date,

- (g) Whenever a form is revised as indicated in paragraph (f) above,
the revised edition will carry a supersession notice in olose
proximity to the form number. Supersession notices will be
patterned as closely as possible to the following:

(L) "Previous editions are not to be used."

(2) "Previous editions maybe used,"

(3) "Edition of Aug 1945 may be used,"

(4) "Replaces Forms XX-X end XX-XX which are not to be used."
(8) "Replaces Form XX-X which may be used."”

14, Forwarding Sample Forms to Budget Section:

(a) The Services Division will forward to the Budget Section, six (6)
copies of cach new or revised Standerd, Civil Service, or
Miscellaneous form upon receipt of stock.

(b) The Reproduction Section will forward to the Budget Section, six (&)
copies of each new or revised CIG form,

15, Publications and Directives:

(a) No form will be prescribed unless adequate instructions for its use
are issued, Offices initiating directives or publications which
establish précedures requiring the use of forms will include therein -
references to forms by appropriate numbers. Directives or
publications will specify the particular form required rather than

: X forwamt.
merely suggest the-type-to.be used,

Approved For Release 2001/07/16 : CIA-RDP81-00728R000100050017-1
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s

(b) Publications or directives will not make effeoctive the use of any

form prior to the date it will be avuilable to users.

FOR TWE DIRECTOR OF CENTRAL INTELLIGENCE STATINTL

Executive f'or Personnel
and Administration

Approved For _Re]eése 2001/07/16 : CIA-RDP81-00728R000100050017-1
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L. Authoritz

The Budrot Scetion, Financo Division, Perconnel end Ldninistrative
Branch, is vested with tho authority o roviow and control the uso, arnli-
sation and reproduction of forns to be wsed by Cul.G. and tho standardi-
zotion of procedurcs in connoction with fhc use of such forms.,

2. Reproduction
Fquests for new or additionsl quantitics of existing forms will
be forwvarded to the Budpet Scetien, togetior with Forn 356-2, "dowroduction
2equirition™, in dunlicate, dequests for renroduction of forms will not be
honored without the =rior amprovel ef the Dudsed Seetion,

Se  Preparation of Forms and Procodures

Thc:‘BU.d{;ot Saction offers the assistance of qualified nersonncl
in the preparation of new forms and the devising of preocedures o be used
in the application of such forms. In instances where a new procodure is
to be cstablished, or where new forns are to bo prepared, the Budget
Section should be adviscd in order that they mayr sunervise and assist in

this comncetions Hew proccdurcs will not bo issuod in the form of Admin-

. : istrative Orders or Instructions until the nrocodures or instructions have

been reviewed by the Budget Seetion and clearcd by the Interdepartimental

3 . -
Coordinating end Planning Stalf,
{ : . POX T DINLCTOX OF CONTRAL THTLLLIGCE:

25X1A

Colonesl, CAC
JDxeoutive for Iersonnel and Ldninistration
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